
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: scheduling Section. 

FOR AGENCY USE 
Applmtion Date 

Application Nurnbw - 

1. h n c y  Address 
Department of Education Applicnmn Number 

FOR RECORDS MANAGEMENT USE - 

Office o f  Instructional Services 8 2 - 7 0  
mm ~ = e ~ v e d  D a t e  Conwleted Division of Special Programs 

Program for  Exceptional Children KAR 2 2 1982 F- 
P z v r h n P d u r ; l t i n n ; l 1 n t P r  Np- lhjt I APR I 9 1982 

c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; Void 
4. Dates of Series I 5. Rsoordr Series Title Ifoilowed by tide ue?d in offife; if different) 

I Earliest Latest I 

and other s t a t e  laws and regulations as applicable. 

; Seven to twelve months old ; Thirteen to twenty-four months old 

Letter-size drawers -; Legalsize drawers 



X 
11. Reter a 

I 

10. - . ruin (Place am "X" in the proper mlumn) - 
8. Is th is  the official amy of the series? 

b Dwr the series wnuin a m f i i t i a l  information requiring amity handling? ff yes, $te taw or regulation. 
If not. h e r e  is it? 

- c. Is this a v ig reaud? 
d. Does this series have historical a long term research value? 
c, When one or two documents in the file make it necessary to keep the entire f i k  for kmg period, muld these 

documens be scheduled reoaratelv? 
f. I s f h e  information mntained in th i s  series ever ooblished? If ves. m ach mw. 
g, Is the information mtained in this series ever analyzed and/or remrded in a wrmmarized rep010 

If Yes. atach cow. 
h. Is there a duplication of t h i s  series in yov  office. or in another offiee or agency? 

If ves. where? 
Luh is s e r i ~ a  maip row~ a n  ofifl reauta r m  . ofilmed? 

A- record series r W  a Q.WIO- . ?  
I. 

.on Requirements The following requires the nries to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. c. Administratiwe need * 2  years. 
c. F-al taw 5 years. f. Federal retention instructions ~~ 5 years. 

Attach mw or excwtof laws Or regutations. Explain administrative mid. 
* some may run up t o  three years 

, .  
' . 

~ .~ ~ 

P .  L.  93-380, Section 510 . 
45 CFR WOb. 734 

. .  . ,  ~. ~. 
~~ ... ~~ 

. .  . . .  
. .  .~ 

34 CFR 74.. 2 1 .  ' . .  

12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; & FistalYear; 0 Other then. 

@ Hold in the current files area 
Transfer to local holding area; hold 

0 Transfer to State Records Center; hold 
0 Demoy. 
91 Transfer to State Archives for permanent retention. 
0 Other lspecitvl 

monthk) 1 year(s1; then 
yeark); then 

year(s1; then 

Tnwe instructions apply to al l  pior and future irmmulationr of the series. 

graph 12 are approved. 
(It disapproed, attad, k w  


